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RECDRDS MANAGEMENT DIVISION

RECORDS MANAGEMENT STAFF

The Records !anagement Staff is responsible for directing the
lgenoy's records management program consisting of the following elementis:

(a) s Disposition ~ The economical and systematiec disposition
of Agency records wding preservation, iransfer and disposal according
o approved whemlas;

(v) Vital Materials - Selection and transfer to a repository of
those records essentlsl to the operation of an agengy during an emergencys

to facilit.a 3 IecOre

{(d) F Standards - Develomment of standard procedures, eqylpment

ams -~ Appliecation of inmproved systems and equipment
aperationa;

and supplies for e maintenance
supp. H ,ngg},émdm
~(8) F : mt - inplysis, design and ceatwel’of fams;

jorrespondence Managemant - Applicatlion of improved style
standards and procedures p&’aparaticm and dling of correspondence;

ent - ﬂmlysiaﬂimprommt and-—=omwbrei of

The sbove programe are adninistered on a decentralized basis through
area programg covered by policles and instructions issued hy Rec
Managemerd Staff,

The approved 10 of the Records Management Staff consists of 18
positions, two of which are conperned with clerical and stenographic
works
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